KEY INFORMATION SUMMARY SHEET

DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Request for Proposals No. # SO0R5400005
Temporary Agency Financial Services Staffing

Procurement Officer: Ann Goldman
410-514-7113
(FAX) 410-987-4676
GoldmanA@mdhousing.org

Submit Proposals to: Department of Housing and GQoamunity Development
Attention: Ann Goldman
100 Community Place
Crownsville, Maryland 21032

If proposals are hand-carried, directions to DHC& a
http://www.dhcd.state.md.us/Website/About/Direci@spx

Solicitation Issue Date: August 22, 2014
Closing Date and Time: September 15, 2014
Anticipated Contract Start: October, 2014

SMALL BUSINESS RESERVE PROCUREMENT

This is a Small Business Reserve Procurement fashndward will be limited to certified small
business vendors. Only businesses that meetahgat requirements set forth in State Finance
and Procurement Article, 88 14-501 through 14-Z0fotated Code of Maryland, and who are
registered with the Department of General Sen@rreall Business Reserve Program are eligible
for award of a contract. See Section 1.19 oRR® for more information.
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STATE OF MARYLAND
NOTICE TO VENDORS/CONTRACTORS

To help us improve the quality of State solicitaipand to make our procurement process more
responsive and business friendly, we ask that gke & few minutes to provide comments and
suggestions regarding the enclosed solicitatidead® return your comments with your
bid/proposal or, if you have chosen not to respéexdihe completed form to 410-987-4676.

1. If you have responded with a “no bid” pleasedatk the reasons below:
() Other commitments preclude our participatiothét time.
() The subject of the Contract is not somethingwenally provide.
() We are inexperienced in the work/commoditiepuneed.
() Specifications are unclear, too restrictive¢. efPlease Explain in Remarks

Section)

() The scope of work is beyond our current capacit

() Doing business with Government is simply toanpticated. (Please Explain in
Remarks Section)

() We cannot be competitive. (Explain in Rem&skestion)

() Time allotted for bid/proposal is insufficient.

() Start-up time is insufficient.

() Bonding/Insurance requirements are prohibit{xplain in Remarks Section)

() Bid/Proposal requirements (other than spedifics) are unreasonable or too
risky. (Explain in Remarks Section)

() MBE requirements (Explain in REMARKS section)

() Prior experience with State of Maryland contsawas unprofitable or otherwise
unsatisfactory. (Explain in Remarks Section)

() Payment schedule is too slow.

() Other:

2. If you have submitted a bid or proposal, buthwie offer suggestions or express
concerns, please use the Remarks section beloge r@Verse or attach additional pages
as needed.)

REMARKS:

Vendor Name: Date

Contact Person: Phone

Address:
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SECTION 1. PROPOSAL INFORMATION

1.1 PURPOSE

The Department of Housing and Community Developni@rtCD), a principal department of

the State of Maryland (State), is issuing this Resfjdior Proposals (RFP) seeking proposals from
temporary staffing agencies to provide personnaroas needed basis for the performance of
finance and accounting support services in varavaas throughout DHCD. Specific
gualifications and services to be provided areied in Section 4 of this RFP and Exhibit I.

1.2 ABBREVIATIONS AND DEFINITIONS

For purposes of this RFP, the following abbreviagior terms have the meanings indicated
below:

a. Business Day(s} The official Working Days of the week to inclubnday through Friday.
Official Working Days exclude State Holidays (sedimition of “Normal State Business Hours”
below).

b. COMAR - Code of Maryland Regulations available on-linenaw.dsd.state.md.us

c. Contract — The Contract awarded to the successful Offencsyant to this RFP. The Contract
will be in the form ofAttachment A.

d. Contract Commencement- The date the Contract is signed by the Departfediowing any
required approvals of the Contract, including apptdy the Board of Public Works, if such
approval is required. See Section 1.4.

e. Contract Monitor (CM) — The State representative for this Contract vgharimarily
responsible for Contract administration functians|uding issuing written direction, invoice
approval, monitoring this Contract to ensure coampte with the terms and conditions of the
Contract, monitoring MBE compliance, and achieviogpletion of the Contract on budget, on
time, and within scope.

f. Contractor — The selected Offeror that is awarded a Contrathé State.

g. Department or (DHCD) — Department of Housing and Community Development.

h. eMM - eMaryland Marketplace (see RFP Section 1.8).

i. Fixed Unit Price Hourly Rate Fully loaded hourly rates by labor category lelstaed in the
Contract that include all direct and indirect castsl profit for the Contractor.
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]

Fully Loaded Ratesmeans the billing rate of a labor category thaluides all profit, direct and
indirect costs. The indirect costs shall incluleasts that would normally be considered
general administrative and clerical costs andéret costs, or that are in any way allocated by
the Contractor against direct labor hours as a mefanalculating profit or recouping costs which
cannot be directhattributable to a work order. General administtclerical, and travel costs
cannot be billed to the State under this Contract.

Local Time — Time in the Eastern Time Zone as observed bgtate of Maryland. Unless
otherwise specified, all stated times shall be Ldaae, even if not expressly designated as such.

Minority Business Enterprise (MBE) — Any legal entity certified as defined at COMAR
21.01.02.01B(54) which is certified by the Marylabdpartment of Transportation under
COMAR 21.11.03.

Normal State Business Hours Normal State business hours are 8:00 a.m. —gar@i0OMonday
through Friday except State Holidays, which cafobed at: www.dbm.maryland.gow
keyword: State Holidays.

Notice to Proceed (NTP}- A written notice from the Procurement Officertthsubject to the
conditions of the Contract, work under the Contra¢b begin as of a specified date. The start
date listed in the NTP is the Go Live Date, antthésofficial start date of the Contract for the
actual delivery of services as described in thigisation. After Contract Commencement,
additional NTPs may be issued by either the Pranare Officer or the Department Contract
Manager regarding the start date for any servickidted within this solicitation with a delayed or
non-specified implementation date.

Offeror — An entity that submits a Proposal in respongtitoRFP.

Procurement Officer — Prior to the award of any Contract, the sole poirtontact in the State
for purposes of this solicitation. After Contraetard, the Procurement Officer has
responsibilities as detailed in the Contract (Attaent A), including being the only State
representative who can authorize changes to the@&n The Department may change the
Procurement Officer at any time by written notioglie Contractor.

Proposal— As appropriate, either or both of an Offeror&ciinical or Financial Proposal.

Request for Proposals (RFP} This Request for Proposals issued by the Depaitm
Solicitation Number SO0R5400005 dated August 2242ihcluding any addenda.

State— The State of Maryland.
Evaluated Yearly Price- The Offeror’s total proposed price for servigesesponse to this

solicitation, included in the Financial Proposathwittachment D — Price Form, and used in the
financial evaluation of Proposals (see RFP Se&idh
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u. Veteran-owned Small Business Enterprise (VSBE) a business that is verified by the Center
for Veterans Enterprise of the United States Depamt of Veterans Affairs as a veteran-owned
small business. See Code of Maryland Regulatio@®E&R) 21.11.13.

V. Working Day(s) — Same as “Business Day(s).”

1.3ISSUING OFFICE AND PROCUREMENT OFFICER

The sole point of contact in the State for purpaddhkis Request for Proposals (RFP) is the
Procurement Officer at the Issuing Office addrestsd below:

Ann Goldman

Department of Housing and Community Development
100 Community Place, Room 2.613A

Crownsville, Maryland 21032-2023

Telephone: 410-514-7113

Fax: 410-987-4676

E-mail: goldmana@mdhousing.org

This RFP is also available on DHCD's website in FDfmnat:
http://www.dhcd.state.md.us/Website/Procure/Defasitix

1.4 CONTRACT MONITOR

After contract award and throughout the coursédefdroject, the Contract Monitor listed below
will schedule the Contractor’s work, review the @antor’'s work as it is submitted, monitor the
performance of the Contractor and approve Contractoices for payment.

Ann Goldman, Contract Monitor
Department of Housing and Community Development
100 Community Place
Crownsville, MD 21032
Tele: 410-514-7113
Fax: 410-987-4676
Email: goldmana@mdhousing.org

1.5PROCUREMENT METHOD

This Contract will be awarded in accordance with ¢bmpetitive sealed proposals process under
COMAR 21.05.03.
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1.6 QUESTIONS

Questions will be accepted from prospective Offerord must be submitted to the Procurement
Officer not later than September 5, 2014. E-matimsission of questions is preferable, but
qguestions will also be accepted by mail or facgrnol the Procurement Officer.

Answers to all substantive questions that havermtiously been answered, and are not clearly
specific only to the requestor, will be distributedall Offerors who are known to have received
a copy of this RFP. The Procurement Officer watle whether an answer can be given before
the closing date, based on the availability of timeesearch and communicate an answer.

1.7PROPOSAL SUBMISSION REQUIREMENTS AND DEADLINE

An unbound, clearly marked original and three ()ies of the Technical Proposal, in a separate
sealed envelope marked “Temporary Agency FinaiS8ealices Staffing — Technical Proposal”
and an unbound, clearly marked original and thB@edgpies of the Price Proposal in a separate
sealed envelope marked “Temporary Agency Finari8ealvices Staffing — Price Proposal” must
be received at the Issuing Office no later ttrendate and time listed on the Key Information
Summary Sheet, in order to be considered, excgmioasded in COMAR 21.05.02.10. The
original shall be clearly identified and shall b&a& original signature of the individual

authorized to commit the firm.

Requests for an extension of this date or timenatlbe granted. Offerors mailing proposals
should allow sufficient mail delivery time to ensuimely receipt at the Issuing Office.
Proposals submitted by e-mail or facsimile will betaccepted. Opened proposals will not be
returned to Offerors.

1.8 MULTIPLE OR ALTERNATE PROPOSALS
Neither multiple nor alternate proposals will beguted.

1.9DURATION OF OFFER

Proposals submitted in response to this RFP areacable for a period of one hundred twenty
(120) days following the closing date. This penody be extended at the Procurement Officer's
request only with the Offeror’s written agreement.

1.10 MANDATORY CONTRACTUAL TERMS

By submitting a proposal in response to this RFFQ#Heror, if selected for award, shall be
deemed to have accepted the terms of this RFPhastdndard contract terms and conditions,
included as Attachment A. Any exceptions to thiPRor Attachment A attached, must be
clearly identified in the Executive Summary subatttvith the Technical Proposal. A proposal

7
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that takes exception to these terms may not bemaady susceptible of being selected for
award.

1.11 INCORPORATION OF RFP AND PROPOSAL

The applicable sections of this RFP and the sutide®#feror’s proposal shall be incorporated
into the resulting contract.

1.12 BID/PROPOSAL AFFIDAVIT AND RESIDENT AGENT

Offerors must submit a completed Bid/Proposal Affid, Attachment B, with their Technical
Proposal. If an item on this Affidavit is not ajgalble, please indicate so. All blanks are to
either contain an answer or a Not Applicable destign.

Additionally, in order to legally conduct businesghin the State of Maryland, all corporate
entities musappoint and maintain a Resident Agent who recdagal process and other
communications on behalf of the entity.

The failure to register and designate a ResideenfAmay foreclose or hinder the company's
ability to legally enter into contracts and gaicess to the state courts. Moreover, it may subject
the company to monetary, civil, and possibly criahisanctions. Also, failure to maintain a
Resident Agent may cause your company to fall 6tgeod standing™ within the State. This

will subject your license to do business within 8tate to forfeiture, with monetary penalties
assessed to reinstate your company to a "goodistahd

1.13 CONTRACT AFFIDAVIT

All Offerors are advised that if a contract is agkat as a result of this solicitation, the succéssfu
Offeror will be required to complete and submithie Procurement Officer a Contract Affidavit
confirming that all statements made on the Bid/Bsap Affidavit (Attachment B) remain true
and correct in all respects as of the date of thieti@ct. A copy of this Affidavit is included for
informational purposes as Attachment C of this RFP.

1.14 CONFLICT OF INTEREST

The Offeror shall consider and resolve any poténtaflicts of interest which presently exist or
which may arise if the Offeror were to be awardad Contract.

1.15 REVISIONS TO THE RFP

If it becomes necessary to revise this RFP, amentiwéll be provided to all prospective
Offerors that were sent this RFP or otherwise am by the Procurement Officer to have
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obtained this RFP. Failure to acknowledge reatigts not relieve the Offeror from complying
with all terms of any such amendment.

1.16 RFP CANCELLATION /REJECTION

The State reserves the right to cancel this REPyatime prior to contract award pursuant to
COMAR 21.06.02.02. The State also reserves thé tagaccept or reject any and all proposals,
in whole or in part, received in response to tH$°Rind to waive or permit cure of minor
irregularities in any manner necessary to servd#se interests of the State of Maryland.
Offerors whose proposals are not accepted willdigied in writing.

1.17 INCURRED EXPENSES

The State will not be responsible for any costsiired by an Offeror in preparing and
submitting a proposal or in performing any othenatees relative to this solicitation.

1.18 ECONOMY OF PREPARATION

Proposals should be prepared simply and economigatviding a straightforward, concise
description of the Offeror’s ability to meet thejugrements of this RFP.
1.19 PROTESTS/DISPUTES

Any protests or disputes related respectively i® gblicitation or the resulting Contract shall be
subject to the provisions of COMAR 21.10, Admiragive and Civil Remedies. DHCD does
not permit the submission of protests by e-mafhosimile. To be accepted by DHCD the
protest shall be sent hardcopy to the procureni@inepper COMAR 21.10.02.

1.20 USE OF EMARYLAND MARKETPLACE

eMaryland Marketplace is a free of charge electraommerce system administered by the
Maryland Department of General Services. In addito using the DHCD web site
(www.mdhousing.org) and other means for transngttire RFP and associated materials, the
solicitation and minutes of the pre-bid/proposaifecence, Offeror questions and DHCD
responses, addenda, and other solicitation relatednation may be provided via eMaryland
Marketplace.

This means that all such information is immediatalgilable to organizations that subscribe to
eMaryland Marketplace. Because of the instantsecaéforded by eMaryland Marketplace, it is
recommended that all Offerors interested in doingjtess with Maryland State agencies
subscribe to eMaryland Marketplace free of charge.

1.21 SMALL BUSINESS RESERVE PROCUREMENT

This is a Small Business Reserve Procurement fashndward will be limited to certified small
business vendors. Only businesses that meetahgat requirements set forth in State Finance

9
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and Procurement Article, 88 14-501 through 14-Z0fotated Code of Maryland, and who are
registered with the Department of General Sen@&rmrall Business Reserve Program are eligible
for award of a contract.

A “Small Business” is a business, other than a érgthat meets the following criteria:
* The business is independently owned and operated;
* The business is not a subsidiary of another busjnes
* The business is not dominant in its field of operat

* The wholesale operations of the business did nplayimore than 50 persons,
and the gross sales of the business did not exareaderage of $4,000,000 in its
most recently completed 3 fiscal years;

» The retail operations of the business did not egnplore than 25 persons, and
the gross sales of the business did not exceedarage of $3,000,000 in its most
recently completed 3 fiscal years;

*  The manufacturing operations of the business dicengploy more than 100
persons, and the gross sales of the business tekoeed an average of
$2,000,000 in its most recently completed 3 fiseslrs;

» The service operations of the business did not eynmlore than 100 persons,
and the gross sales of the business did not exaeaderage of $10,000,000 in its
most recently completed 3 fiscal years;

» The construction operations of the business dicengiloy more than 50
persons, and the gross sales of the business tekoeed an average of
$7,000,000 in its most recently completed 3 figesdrs; and

» The architectural and engineering operations obti@ness did not employ
more than 100 persons, and the gross sales otifiedss did not exceed an
average of $4,500,000 in its most recently comgli&téiscal years.

If a business has not existed for three yearsgithes sales average is computed for the period of
the business's existence. For newly formed busesate determination will be based upon
employment levels and projected gross sales.

For more information about the Small Business Resprogram visit:

https://www.smallbusinessreserve.maryland.gov/fawx.cfm

10
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1.22 MINORITY BUSINESS ENTERPRISES (MBE)

A Minority Business Enterprise (MBE) subcontragbarticipation goal of zero percent (0%) has
been established for this solicitation; however dity Business Enterprises are encouraged to
respond to this solicitation. MBE vendors are emagad to obtain certification from the
Maryland Department of Transportation, Office ofridiity Business Enterprise. All questions
related to certification should be directed to:

Maryland Department of Transportation
Minority Business Enterprise Office
7201 Corporate Center Drive

P.O. Box 548

Hanover, Maryland 21076

(410) 865-1269

(800) 544-6056

If the Offeror is a Maryland certified MBE Contract it should be so indicated in the Technical
Proposal and the MBE certification number provided.

1.23 ACCESS TO PUBLIC RECORDS ACT NOTICE

Offerors should give specific attention to the cliei@ntification of those portions of their
proposal that are considered confidential, propnietommercial information or trade secrets,
and provide justification why such materials, upequest, should not be disclosed by the State
under the Access to Public Records Act, Title LfhtlBle 6, of the State Government Article of
the Annotated Code of Maryland [see COMAR 21.0®0B. This information is to be placed
after the Title Page and before the Table of Cdatehthe respective proposal to facilitate
public inspection of the non-confidential portioitloe proposal. Respondents are advised that,
upon request for this information from a third gaHCD is required to make an independent
determination whether the information may be disetb

1.24 ARREARAGES

By submitting a response to this solicitation, e@dferor represents that it is not in arrears m th
payment of any obligations due and owing the Siatdaryland. This includes the payment of
taxes and employee benefits. The Offeror shalbeocbme so in arrears during the term of the
Contract if selected for contract award.

1.25 VERIFICATION OF REGISTRATION AND TAX PAYMENT

Before a corporation can do business in the Stataoyland it must be registered with the
Department of Assessments and Taxation, StateeOBfiglding, Room 803, 301 West Preston
Street, Baltimore, Maryland 21201. It is strongdggommended that any potential Offeror

11
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complete registration prior to the due date foeneicof proposals. An Offeror’s failure to
complete registration with the Department of Assesss and Taxation may disqualify an
otherwise successful Offeror from final considematand recommendation for contract award.

1.26 RECIPROCAL PREFERENCE

The provisions of State Finance and Procurememtl@rdection14-401 and COMAR
21.05.01.04 shall apply to this solicitation. pipdicable, a nonresident Offeror submitting an
offer for this solicitation shall attach to the &ffa copy of the current statute, resolution, polic
procedure, or executive order of the resident statthe nonresident Offeror that pertains to that
state’s treatment of nonresident Offerors for samdervices. A preference shall be identical to
the preference that the other state gives to siseats.

1.27 FALSE STATEMENTS

Offerors are advised that Section 11-205.1 of tla¢eS-inance and Procurement Article of the
Annotated Code of Maryland provides as follows:

A. In connection with a procurement contract espe may not willfully:
(1) falsify, conceal, or suppress a material lgcany scheme or device;
(2) make a false or fraudulent statement or regpasgion of a material fact; and
(3) use a false writing or document that contairfialse or fraudulent statement
or entry of a material fact.

B. Aiding or conspiring with others — A personymeot aid or conspire with another
person to commit an act under subsection A ofgbdion.

C. Penalty — A person who violates any provisibthis section is guilty of a felony and
on conviction is subject to a fine not exceedi2§,900 or imprisonment not exceeding 5
years or both.

1.28 ELECTRONIC FUNDS TRANSFER

By submitting a response to this solicitation, @féeror agrees to accept payments by electronic
funds transfer unless the State Comptroller’'s @fficants an exemption. The selected Offeror
shall register using the COT/GAD X-10 Vendor Elenic Funds (EFT) Registration Request
Form. Any request for exemption must be submittetthé State Comptroller’s Office for
approval at the address specified on the COT/GADDXerm and must include the business
identification information as stated on the fornd amclude the reason for the exemption. The
COT/GAC X-10 Vendor Electronic Funds RegistratioegRest Form may be downloaded from:
http://comptroller.marylandtaxes.com/Vendor_Sersidecounting_Information/

12
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1.29 OFFEROR RESPONSIBILITIES

The selected Offeror shall be responsible for @dtlpcts and services required by this RFP.

If an Offeror that seeks to perform or provide sieevices required by this RFP is the subsidiary
of another entity, all information submitted by f@&eror such as, but not limited to, proposed
services, description of the Offeror’s ability terform the scope of work, references and
financial reports, shall pertain exclusively to th#eror, unless the parent organization will
guarantee the performance of the subsidiary. pfiegble, the Offeror’'s proposal must contain
an explicit statement that the parent organizatidinguarantee the performance of the
subsidiary.

1.30 SUBSTITUTION OF PERSONNEL

A.

Continuous Performance of Key Personnel

Unless substitution is approved per paragraphsd@-is section, key personnel shall be
the same personnel proposed in the Contractor’enieal Proposal, which will be
incorporated into the Contract by reference. Sdehtified key personnel shall perform
continuously for the duration of the Contract, ocls lesser duration as specified in the
Technical Proposal. Key personnel may not be redoy the Contractor from working
under this Contract, as described in the RFP o€tin@ractor’'s Technical Proposal,
without the prior written approval of the Contradbnitor.

If the Contract is task order based, the provismirthis section apply to key personnel
identified in each task order proposal and agreémen

Definitions
For the purposes of this section, the followingmigbns apply:

Extraordinary Personal Circumstance— means any circumstance in an individual's
personal life that reasonably requires immediate@mtinuous attention for more than
fifteen (15) days and that precludes the individuain performing his/her job duties
under this Contract. Examples of such circumstantay include, but are not limited to:
a sudden leave of absence to care for a family reembo is injured, sick, or
incapacitated; the death of a family member, inicigdhe need to attend to the estate or
other affairs of the deceased or his/her depengembstantial damage to, or destruction
of, the individual’s home that causes a major dlisan in the individual’s normal living
circumstances; criminal or civil proceedings aggihs individual or a family member;
jury duty; and military service call-up.

13
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Incapacitating — means any health circumstance that substanimafigirs the ability of
an individual to perform the job duties describedthat individual’s position in the RFP
or the Contractor’s Technical Proposal.

Sudden— means when the Contractor has less than tl3@ydays’ prior notice of a
circumstance beyond its control that will requine teplacement of any key personnel
working under the Contract.

C. Key Personnel General Substitution Provisions

The following provisions apply to all of the circstances of staff substitution described
in paragraph D of this section.

1.

The Contractor shall demonstrate to the ContraatiMds satisfaction that the
proposed substitute key personnel have qualifinatad least equal to those of the
key personnel for whom the replacement is requested

The Contractor shall provide the Contract Monitathva substitution request that
shall include:

A detailed explanation of the reason(s) for thessitition request;
The resume of the proposed substitute persongelediby the substituting
individual and his/her formal supervisor;

The official resume of the current personnel fanparison purposes; and
Any evidence of any required credentials.

The Contract Monitor may request additional infotimraconcerning the proposed
substitution. In addition, the Contract Monitoidéor other appropriate State
personnel involved with the Contract may intervign proposed substitute personnel
prior to deciding whether to approve the substitutiequest.

The Contract Monitor will notify the Contractor writing of: (i) the acceptance or
denial, or (ii) contingent or temporary approval &ospecified time limit, of the
requested substitution. The Contract Monitor widt unreasonably withhold
approval of a requested key personnel replacement.

D. Replacement Circumstances

1. Voluntary Key Personnel Replacement

To voluntarily replace any key personnel, the Cacttyr shall submit a substitution
request as described in paragraph C of this setditme Contract Monitor at least
fifteen (15) days prior to the intended date ofrde Except in a circumstance

14
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described in paragraph D.2 of this clause, a dultisth may not occur unless and
until the Contract Monitor approves the substitutiio writing.

2. Key Personnel Replacement Due to Vacancy

The Contractor shall replace key personnel whenaweicancy occurs due to the
sudden termination, resignation, leave of absenega an Extraordinary Personal
Circumstance, Incapacitating injury, illness or gicgl condition, or death of such
personnel. (A termination or resignation with th{30) days or more advance notice
shall be treated as a Voluntary Key Personnel Repiant as per Section D.1 of this
section.).

Under any of the circumstances set forth in thregiaph D.2, the Contractor shall
identify a suitable replacement and provide theesarformation or items required
under paragraph C of this section within fifteeB)(flays of the actual vacancy
occurrence or from when the Contractor first knewsloould have known that the
vacancy would be occurring, whichever is earlier.

3. Key Personnel Replacement Due to an Indeterminbseice

If any key personnel has been absent from hisfitefgr a period of ten (10) days
due to injury, illness, or other physical condititeave of absence under a family
medical leave, or an Extraordinary Personal Cirdante and it is not known or
reasonably anticipated that the individual willreéurning to work within the next
twenty (20) days to fully resume all job dutiesfdre the 25th day of continuous
absence, the Contractor shall identify a suitabjgacement and provide the same
information or items to the Contract Monitor asuiegd under paragraph C of this
section.

However, if this person is available to return torkvand fully perform all job duties
before a replacement has been authorized by thedoMonitor, at the option and
sole discretion of the Contract Monitor, the orajipersonnel may continue to work
under the Contract, or the replacement personnebg/authorized to replace the
original personnel, notwithstanding the originatgmanel’s ability to return.

4. Directed Personnel Replacement

a. The Contract Monitor may direct the Contractord@place any personnel who
are perceived as being unqualified, non-productivegble to fully perform
the job duties due to full or partial Incapacity Bxktraordinary Personal
Circumstance, disruptive, or known, or reasonabbliebed, to have
committed a major infraction(s) of law, agency, @ontract requirements.

15



Temporary Agency Financial Services Saffing SO0R5400005

Normally, a directed personnel replacement will wconly after prior
notification of problems with requested remediatias described in paragraph
4.b. If after such remediation the Contract Monitketermines that the
personnel performance has not improved to the laeekssary to continue
under the Contract, if at all possible at leageéh (15) days notification of a
directed replacement will be provided. Howeverthé Contract Monitor
deems it necessary and in the State’s best intetestemove the personnel
with less than fifteen (15) days’ notice, the CantrMonitor can direct the
removal in a timeframe of less than fifteen (15ygjancluding immediate
removal.

In circumstances of directed removal, the Contrasiall, in accordance with
paragraph C of this section, provide a suitabléagment for approval within
fifteen (15) days of the notification of the neemt femoval, or the actual
removal, whichever occurs first.

b. If deemed appropriate in the discretion of the @mitMonitor, the Contract
Monitor shall give written notice of any personpelformance issues to the
Contractor, describing the problem and delineatiegremediation
requirement(s). The Contractor shall provide dtemi Remediation Plan
within ten (10) days of the date of the notice ahdll implement the
Remediation Plan immediately upon written accedncthe Contract
Monitor. If the Contract Monitor rejects the Rerregbn Plan, the Contractor
shall revise and resubmit the plan to the Contvaamitor within five (5) days,
or in the timeframe set forth by the Contract Monit writing.

Should performance issues persist despite the eggpi®emediation Plan, the
Contract Monitor will give written notice of the stinuing performance
issues and either request a new Remediation Plhimve specified time limit
or direct the substitution of personnel whose penénce is at issue with a
qualified substitute, including requiring the imnegd removal of the key
personnel at issue.

Replacement or substitution of personnel undergdgsion shall be in addition to, and not in lieu
of, the State’s remedies under the Contract or hvbtberwise may be available at law or in
equity.

SECTION 2. CONTRACT INFORMATION

2.1 PARTIES TO THE CONTRACT

The contract entered into as a result of the resptmthis RFP shall be by and between the
successful Offeror as Contractor and DHCD, andl ginellde the terms and conditions of
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Attachment A of this RFP and the provisions of REEP. Any exceptions must be clearly
identified in the Executive Summary section of Treehnical ProposalAttachment A is
included for information only and is not to be subnitted with the Offeror’s proposal.

2.2 CONTRACT TERM

The Contract resulting from this RFP shall commeatfter all appropriate State approvals have
been obtained, and shall extend for a period of(bhgear.

2.3 CONTRACT TYPE

The Contract awarded as a result of this solictashall be an indefinite quantity contract that
establishes prices of a fixed-price type as deflme@OMAR 21.06.03.06 A (2).

24 COMPENSATION AND METHOD OF PAYMENT

The Contract will provide that the Contractor b&paonthly for temporary agency staffing
services. Payment shall be based upon the aatu@ber of hours expended by the Contractor in
performance of the services requested by DHCDarptieceding month, multiplied by the fixed
hourly rates of compensation on the Contractortaétment D, Price Proposal Form.

No conversion fee shall be payable for temporagnag employees that are offered direct
employment by DHCD if they have been on assignrte®HCD for 12 weeks or longer.

The Contractor shall include on the face of allices its Taxpayer Identification Number,
which is the Social Security Number for individualsd sole proprietors and the Federal
Employer Identification Number for all other typefsorganizations, and submit each invoice to
the DHCD Contract Manager as identified in Secttdnof the RFP for review and approval.

2.5 SCOPE OF CONTRACT

Work to be performed and the services to be pravilethe Contractor will consist of the items
described in Section 4 of this RFP.

2.6 CONTRACTOR RESPONSIBILITES

The Contractor will assume sole responsibilitydtmwork to be performed under their Contract
and will be the sole point of contact for DHCD wrtgard to contractual matters.

2.7 WORK PRODUCTS

All products, including work papers, draft docunsgmotes, calculations and all other written
materials regarding the engagements prepared timelézrms of this contract are the property of
the State of Maryland, and shall be delivered atethd of the contract in a form useable to
DHCD.
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2.8 INDEMNIFICATION

The Contractor agrees to indemnify and hold hass2BHCD and the State from all liability
which may hereafter be incurred by reason of digsaton, publication, distribution, or
circulation in any manner whatsoever of any infaiiorg data, or records pertaining in any way
to the contract by the Contractor and its employees

2.9 LIVING WAGE REQUIREMENTS

A solicitation for services under a State contredtied at $100,000 or more may be subject to
Title 18, State Finance and Procurement (SFP) lartannotated Code of Maryland. Additional
information regarding the State’s Living Wage regmient is contained in this solicitation (see
Attachment E entitled Living Wage RequirementsService Contracts)lf the Offeror fails to
submit and complete the Affidavit of Agreement, theState may determine an Offeror to be
not responsible.

Contractors and Subcontractors subject to the giVifage Law shall pay each covered
employee at least the minimum amount set by lawherapplicable Tier Area. The specific
Living Wage rate is determined by whether a majasftservices take place in a Tier 1 Area or
Tier 2 Area of the State. The Tier 1 Area inclutEmtgomery, Prince George’s, Howard, Anne
Arundel, and Baltimore Counties, and Baltimore Cifyhe Tier 2 Area includes any county in
the State not included in the Tier 1 Area. In therg that the employees who perform the
services are not located in the State, the he#teainit responsible for a State contract pursuant
to 818-102 (d) shall assign the tier based uporrevtiee recipients of the services are located

The contract resulting from this solicitation wile deemed to be a Tier 1 contract or a Tier 2
contract depending on the location(s) from whicé tlontractor provides 50% or more of the
services. If the contractor provides 50% or mdréhe services from a location(s) in a Tier 1
jurisdiction(s) the contract will be a Tier 1 caat. If the contractor provides 50% or more of
the services from a location(s) in a Tier 2 jurisidin(s), the contract will be a Tier 2 contraét. |
the contractor provides more than 50% of the sesvitom an out-of-State location, then the
contract will be deemed to be a Tier 1 contracte Dfferor must identify in their Offer the
location(s) from which services will be provided.

SECTION 3. MINIMUM QUALIFICATIONS
The following qualifications must be met to be ddesed for contract award:

The Offeror must have at least five (5) recent yedirexperience providing finance and
accounting temporary staffing services.
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SECTION 4. SCOPE OF SERVICES

4.1 OVERVIEW

The purpose of this Request for Proposals (RAB)igentify Contractors to provide temporary

employees that will supplement existing DHCD reseastin support of financial support

operations, including accounting, underwritingngaocessing, and loan purchasing.

4.2 SCOPE OF SERVICES

A. Staffing Classification and Duties. The Contractor shall:

1. Provide temporary employees at the financial sesvidassification levels described
in Exhibit 1.

2. Have procedures in place that ensure temporaryosegs proposed for assignment
meet the qualifications as presented in this RFEPEhibit I, and are capable of
handling duties assigned.

B. Temporary Employee Assignments.

1. The Contractor shall have temporary employee agqtiscreening procedures in
place that shall include, but are not limited to:

a. Evaluation of general knowledge and skills;

b. Computer competency testing;

c. Verification of work experience and capabilitiesotiigh reference checks;
and

d. Ability to provide results of a background investign check, if requested
by DHCD for specific assignments.

2. The DHCD Contract Manager or designee will notifg Contractor of temporary
employee assignments as requirements arise and@itbe following information
to the Contractor for each assignment:

Classification level;

Summary of duties;

Assignment start date;
Estimated assignment end date;
Daily work schedule hours; and
DHCD point of contact.

~PoO0 Ty
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3.

7.

Upon receipt of an assignment notification, the t@amtor shall:

a. Propose a selection of employees at the approgtagsification level with
the experience, knowledge and ability suitabldHerspecific assignment;
and

b. Povide resumes that include the employees’ quatiifios and evidence of
reference checks.

The Contractor shall respond with a proposal as sasgossible but no later than
three working days after receiving notificatioraof assignment from DHCD.

DHCD will review the proposed employees’ resumes gunalifications prior to
accepting any assignment. DHCD reserves the tagigject proposed staff based
on this review.

Not later than two working days after the staranfassignment, the Contractor
shall obtain the following from the assigned tengpgremployee and provide to
DHCD:

A written, signed and dated response by the praptesaporary employee to the
following question regarding whether there has kagncriminal conviction:

Have you even been convicted of any violation of law other than a minor traffic
violation? Yes No

If yes, give the date, place of conviction, charge and disposition of each case.

Date: Sgnature of Applicant:

DHCD may terminate staff assignments at any time.

C. Monitoring. The Contractor shall:

1.

2.

Provide temporary employee timesheets for DH8erv and approval,

Serve as the point of contact between DHCD laademporary employee for
performance and attendance issues; and

Provide a substitute in the event of eithemplaened or unplanned absence of an
assigned temporary employee. DHCD will reviewshbstitute’s resume,
qualifications and reference checks, and may répectmployee based on this
review.
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4.3 INSURANCE REQUIREMENTS

The Contractor shall maintain property and casuafiyrance with minimum limits sufficient to
cover losses resulting from or arising out of Caator action or inaction in the performance of
the Contract by the Contractor, its agents, sesyamployees or subcontractors.

The Contractor shall maintain a policy of geneiability insurance that is of the proper type and
of sufficient limits that the State, their officialemployees, their agents, servants, guests and
subcontractors are reasonably covered in the efenjury or death.

The State of Maryland shall be named as an additimeimed insured on the policies of all
property, casualty, liability, and other typesmdurance evidencing this coverage. Certificates
of insurance evidencing this coverage will be pded prior to the commencement of any
activities in the Contract. All insurance policEsall be endorsed to include a clause that
requires that the insurance carrier provide theymement officer, by certified mail, not less than
45 days advance notice of any non-renewal, canicgl|aor expiration. In the event the state
receives a notice of non-renewal, the contractostrptovide the state with an insurance policy
from another carrier at least 30 days prior togkiration of the insurance policy then in effect.
All insurance policies shall be with a companytised to do business in Maryland.

SECTION 5. PROPOSAL FORMAT
5.1 GENERAL

The Offeror’s Technical Proposal should be preparestraightforward and concise manner,
detailing the Offeror’s capabilities to satisfy tleguirements of this RFP and should conform to
the Outline listed in Section 5.2 B below.

5.2 TECHNICAL PROPOSAL

A. General:

Offerors must submit, under separate cover, alglezarked original and three (3) copies of the
Technical Proposal in a separate sealed enveltbge tfTemporary Agency Financial Services
Staffing — Technical Proposal.”

Offerors must include a transmittal letter on tHée@r’s stationery, signed by an individual
who is authorized to bind the company to all staets in the proposal and the services and
requirements as stated in the RFP. If any adderaitamendments have been issued to this
RFP, the Offeror shall acknowledge same in this@ec

B. Outline of sections to be included in the Technkaposal:
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Table of Contents
Tab 1 — Minimum Qualifications
The Offeror shall demonstrate that it meets thdifigetions outlined in Section 3 by
providing evidence that it possesses at least(fiyeecent years of experience providing
temporary agency financial services staffing.
Tab 2 — Executive Summary
The Offeror shall condense and highlight the caistefthe Technical Proposal in a
separate section titled “Executive Summary.” Thesary shall provide a broad overview
of the Offeror’s understanding of the contentshef RFP and of the how the Offeror’'s
proposal meets the scope of services outlined atice4.
Any exceptions to this RFP or the terms and comaiétioutlined in Attachment A or any
other attachment must be clearly identified in g8@stion. Exceptions may result in the
proposal being rejected or being determined natarably susceptible of being selected for
award.
Tab 3 — Required Submissions

A. Bid/Proposal Affidavit (Attachment B) — completedldesigned by an individual

authorized to bind the Offeror. All questions ardée answered on Attachment B. If
a question is not applicable please indicate so;

B. Maryland Living Wage Requirements Affidavit of Agment (Attachment D-1);

C. Investments in Iran (Attachment F); and

D. Copy of current certificate of insurance.
Tab 4 —Experience
Describe the Offeror’s experience providing temppegency financial services staffing.

Describe how this experience demonstrates theyatuolprovide the services outlined in the
Scope of Services in Section 4.2.
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Tab 5 — Staffing and Key Personnel
Describe the Offeror’s staffing and key personnlebwill be working with DHCD’s
Contract Manager if awarded the contract. For eadividual named, indicate the number
of years of relevant experience and area of regipiitysunder the contract.
Tab 6 — Corporate References

A. References. Provide the names, addresses, apddekenumbers of at least three (3)
current clients that may be contacted as referenbéfCD reserves the right to call
any known or former client.

B. State Contracts. Provide a list of all contracth \&ny entity of the State of
Maryland that Offeror is currently performing or ieh have been completed within
the last five (5) years. For each identified cactithe Offeror is to provide in its
Technical Proposal:

1. The State contracting entity;
2. A brief description of the services/goods provided;
3. The dollar value of the contract;

4. The term of the contract;

5. The State employee contact person (name, titepheine number and if possible
e-mail address); and

6. Whether the contract was terminated before theoétite term specified in the
original contract, including whether any availaldeewal option was not
exercised.

The Procurement Officer or a designee may conltecidentified State agencies or the most
appropriate ones if many contracts are involve@sitertain the Offeror’s level of
performance of State contracts.

Information obtained regarding the Offeror’s leséperformance on State contracts will be
considered as part of the experience and pastrpaafce evaluation criteria of the RFP.

Tab 7 — Approach to Services
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Describe in detail how the proposed services nieestope of service requirements listed
under Section 4.

Include a description of:

1.

2.

6.

Temporary employee recruitment practices;

Pre-employment screening/ assessment procedures;

Types of training provided for temporary employees;

Compensation packages for temporary employees; and

Conversion fee policies and procedures, includadgutations for conversion fee
amounts, if temporary employees are offered deegployment by DHCD and have

an assignment of less than 12 weeks.

Attach as exhibits any pertinent company literature

Tab 8 — Financial Capability and Statements

Provide evidence that the Offeror has financialc#y to provide RFP required services,
including one or more of:

A.

D.

E.

Copies of the last two (2) year-end audited finahsiatements or best available
equivalent report and an analysis of those findrst&iements/reports;

Abbreviated profit and loss statements and abbieyibalance sheets for the last two
years;

At least one (1) bank or other financial institaticredit [e.g. line(s) of credit] and
financial reference;

Dunn and Bradstreet rating if applicable; or

Evidence of successful financial track record ashelgaiate working capital.

Tab 9 — Economic Benefit to the State of Maryland

A.

Offerors shall submit with their proposals a navetiescribing benefits that will
accrue to the Maryland economy as a direct or @utliresult of their performance of
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this contract. Proposals will be evaluated to asHes benefit to Maryland’s economy
specifically offered.

B. Proposals that identify specific benefits as beiagtractually enforceable
commitments will be rated more favorably than pisgie that do not identify specific
benefits as contractual commitments, all otherf@cheing equal.

C. Offerors shall identify any performance guarant&as will be enforceable by the
State if the full level of promised benefit is ramhieved during the contract term.

D. As applicable, for the full duration of the contraacluding any renewal period, or
until the commitment is satisfied, the contractoalsprovide to the procurement
officer or other designated agency personnel repirthe actual attainment of each
benefit listed in response to this section. THes®efit attainment reports shall be
provided quarterly, unless elsewhere in these 8patons a different reporting
frequency is stated.

E. Please note that in responding to this sectionfdift@ving do not generally
constitute economic benefits to be derived frora tantract:

1. Generic statements that the State will benefit ftbenofferor’'s superior
performance under the contract;

2. Descriptions of the number of offeror employeested in Maryland other
than those that will be performing work under ttasitract; or

3. Tax revenues from Maryland based employees oritotgtother than those
that will be performing, or used to perform, workder this contract.

F. Discussion of Maryland based employees or locatmag be appropriate if the
offeror makes some projection or guarantee of am@d or retained presence based
upon being awarded this contract.

G. Examples of economic benefits to be derived fraroraract may include any of the
following. For each factor identified below, idéptthe specific benefit and
contractual commitments and provide a breakdowexpenditures in that category:

1. The contract dollars to be recycled into Marylaretenomy in support of the

contract, through the use of Maryland subcontractuppliers and joint
venture partners.
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2. The number and types of jobs for Maryland resideggsilting from the
contract. Indicate job classifications, number mpéoyees in each
classification and the aggregate payroll to whia ¢ontractor has
committed, including contractual commitments ahigmime and, if
applicable, subcontract levels.

3. Tax revenues to be generated for Maryland andbiisgal subdivisions as a
result of the contract. Indicate tax category (S&dexes, payroll taxes,
inventory taxes and estimated personal income taxesew employees).
Provide a forecast of the total tax revenues rieguftom the contract.

4. Subcontract dollars committed to Maryland smallibesses and MBEs.

5. Other benefits to the Maryland economy which tHferof promises will
result from awarding the contract to the offeracliiding contractual
commitments. Describe the benefit, its value toNtagyland economy, and
how it will result from, or because of the contraatard. Offerors may
commit to benefits that are not directly attribuéato the contract, but for
which the contract award may serve as a catalyishjpetus.

5.3 PRICE PROPOSAL

Offerors must submit a clearly marked original #mee (3) copies of the Price Proposal in a
separate sealed envelope titled “Temporary Agemgri€ial Services Staffing — Price
Proposal.” The Price Proposal shall be submittethe Price Proposal Form, Attachment D,
and signed by an official authorized to find thée@Ddr.

SECTION 6. EVALUATION PROCEDURE AND CONTRACT AWARD
6.1 EVALUATION COMMITTEE

The Procurement Officer shall establish an Evatue@ommittee, which may include
individuals from within or outside of State goveramh. The Procurement Officer reserves the
right to reject in whole or in part any and all posals received as a result of this RFP, to waive
minor irregularities in proposals, and to enteoidiscussions with all responsible Offerors in
any manner deemed necessary to serve the bessindéDHCD and the State. Offerors whose
proposals are not reasonably susceptible for rexpan award will be notified in writing.

6.2 SELECTION PROCESS

All Offerors who appear to be responsible and whareposals are initially classified as being
reasonably susceptible of being selected for a@rgotentially so) may be required to make
oral presentations of their proposals and partieipadiscussions with the Evaluation
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Committee. Offerors will be notified as to a dadediscussions. Offerors must confirm in
writing any substantive oral clarification of th@iroposal made in the course of discussions and
all written clarifications will become part of ti@fferor's Technical Proposal.

Price Proposals from only those responsible Offewdrose proposals are finally deemed
reasonably susceptible of being selected for awétdbe opened following the discussion and
presentation process.

If, following the opening of the price proposalse tProcurement Officer determines that further
discussion is in the best interest of DHCD andState, the Procurement Officer will notify all

of the Offerors of the date on which such discusswill be conducted. Upon completion of all
discussions and upon receipt of any “best and bifals” submitted as a result of such
discussions, the Evaluation Committee shall reconthte the Procurement Officer the award of
the Contract to the responsible Offeror whose coetbiechnical and price proposal is
determined to be the most advantageous to DHCDlren8tate.

6.3 TECHNICAL PROPOSAL EVALUATION CRITERIA

The Evaluation Committee will conduct their evaloatof the Technical Proposals received on
the basis of the following criteria in descendimdey of importance:

A. Experience and Capability, as described in, Se&i@gnTabs 2, 4, 5 and 6;
B. Approach to Services, as described in SectionTaRB,7;

C. Financial Capability as described in Section 5&h 8; and

D. Economic Benefits, as described in Section 5.2,9ab

6.4 PRICE PROPOSAL SELECTION CRITERIA

Price Proposals will not be opened until the evadneof the Technical Proposal is complete.
The Price Proposal evaluation will be based upemtites submitted by the Offeror on
Attachment E — Price Proposal Form, and best arad éffers, if any. Proposals will be ranked
in order from lowest to highest cost to the State.

6.5 AWARD DETERMINATION

The Technical Proposal will have greater importathea the Price Proposal in determining the
most advantageous offers.
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6.6 CONTRACT AWARD

It is DHCD'’s intention to award the contract to tBferor whose proposal is determined to be
the most advantageous to the State.
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